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Quick Reference Guide

ACQUIRING A NEW FIXED ASSET

Overview

The Fixed Asset Acquisition (FA) document is used to record all newly acquired, contributed (donated),
or memo assets. The FA document is also used to record information about improvements
(betterments) or additions to existing assets. An FA document is created manually in AFIS by a user if an
asset is acquired by a General Accounting Expenditure (GAX) document (non-Commodity based) that
creates an AD or EFT document (warrant or ACH payment) initiated in AFIS or APP (Arizona Procurement
Portal).

Asset Acquired
(APP or AFIS
Payment )

Manually Manually Add Manually Add
Create FA FA Details Funding

Creating a Manual Fixed Asset (FA) Document

The following steps will provide the procedure to creating a manual fixed asset (FA) document. Begin by
logging into AFIS.

In the Jump to field enter

FA. Click Go or Enter. Document Catalog

Create new auto numbered

FA document. Search &bk

1. Click Create = Document ldentifier

2. Inthe Dept. field, enter Code: Fa ﬂ Unit:
Dept.: 104 1D

your department code

3. Click Auto Number
checkbox to generate a
unique ID, or enter a
unique ID (per Agency) Create Template : I

= Other Options
Auto Humbering :

4. Click Create. A new
document is generated Create
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General Information
tab, at a minimum
enter the following
information:

Cocument Descrpton: 25

Document Mama:

Compiex Bundng:

Asset S1atus Mame: Acove

Auto Genarate FA Humber: [~
Prefu
Record Date:
o Twed Asset Number A
Budget FY.
Tined Asaet Doscription: Tils
Pincal Year
Peros

Documnent Totak: $250 500 0%

Fnal Axaat Value: 52

102

Evem Type: 7

Hemo Asset:

C 2

Asset Sutys 2 Asset System humber:

Asset System Description

Net Type: Paul

Fixed Asset Number (or Auto Generate FA Number) — Select Auto

[ ]
Generate FA Number, and enter the first two letters of your agency
code for a prefix (e.g. ADOA as AD), to generate your Fixed Asset
Number. Alternatively, this number must be filled in, if not using the
Auto Generate FA Number. If the number is manually filled in, add
the two letters of your agency code to the front of your Fixed Asset
Number.
e Fixed Asset Description.
e Event Type = FAO1 (will default). Bettered assets, internally acquired
assets and leased assets will require the use of another event type.
e Ifthe asset is a non-capital asset, select the Memo Asset checkbox.
(AFIS will return an error if the Memo Asset flag is set incorrectly
according to the capitalized amount of the asset.)
Responsibility Center  |“*** —
at a minimum enter =T ‘ =
. Custodian: > Revenue: £y Tesk: 100000 A
the following Accountng Terpiste ® Sub Revenue » sk o0
. . Fund: 1000 + Dept Object: 4 Task Order- 4
information: - * e
e Department
e Unit
e Appropriation Unit

%AF'S — Internal Use Only
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Click Insert a New
Line. On the
Component General
Information tab at a
minimum enter the
following:

Acquisition Details
tab at a minimum
enter the following:

Component Location
Details tab at a
minimum enter the
following:

Component
Classification tab at a
minimum enter the
following:

%AF'S — Internal Use Only

Fined Assel bwmber Componen B Component Total Urprs.

From 1 1o 1 Totat ¢

Comgonent eassal Informaton ‘
Component Bemben 1 * Tag bwmben
Commadity: 07117 & Bans Anawt R
e De weriptes 1:
Wit of Mtasmis: [ &* Owscrigtion =
Final Useta: e
Surfuce Arss Sevnten
Stativtical ety: ——
e Component Number (e.g., “0001”)
e Use Default Commodity 99999
e Units (typically “1”)
e Unit of Measure (defaults to EA)
e Property Description
Specification fields are optional, except in the case of IT assets. Refer to
Table 4 in the Appendix of the AFIS Asset Management Training guide.
Acourstan Delsls
Acauinition Date: 5571200 B Vendor LAN1SE @&
Acguidibon Methe® =)0 2 Vendor Name: & SAD K TRAMSPORTATION RC
Purchasng Authoeiny: Aliaa/DBA:
Wama Diigosal Vakes: 5 00
e Acquisition Date
e Acquisition Method (e.g. GIFT Gift/Donation)
Lot > Baabs | atiem *
e Location
sy == S
e ——
sy e St
0wt ot Servae Date m
Bec rves Date ™
ADOA - GAO  10/01/2021 Acquiring a New Fixed Asset 5
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Cost, Valuation &
Depreciation tab at a
minimum enter the
following:

Click Insert New Line.
On the General
Information tab, at a
minimum enter on the
following information:

Responsibility Center
Posting will equal Yes,
if the value for the
Depreciation Structure

%AFIS — Internal Use Only

e Component Classification = Adjustment. Enter Memo - if the asset is
a non-capital asset or Contributed if the asset is donated.

e Fixed Asset Catalog that describes the asset. The Fixed Asset Type,
Fixed Asset Group and Useful Life will populate as a soft inference,
once the document is saved. Ensure that these values are correct.

e In Service Date. This must be a date that is on or after the acquisition

date.
Component Total: $0.00 Valuation Date: = |
Final Component Value: $0.00 Valuation Amount:
Closing Costs: 5000 Replacement Date [ |
Deprociation Method: Not Appiicabik v Replacement Type: wv!
Depreciation Structure: Not Appicatile V| Trade-in Credit:
Salvage Value: & Appraisal Date: =

Declinina Rate:

e Depreciation Structure Choose:

o Funding Line to record and depreciate the asset to the chart
of account elements used to purchase the asset.

o Responsibility Center to record and depreciate the asset to
the chart of account elements provided on the Header
section Responsibility Center tab.

For governmental funds, regardless of what is selected, the asset will be
recorded and depreciated in the General Capital Asset Fund (1300).

For additional Components use the same list as for the first Component.
Alternatively, use the Copy icon to copy the first Component Line and then
use Insert Copied Line to start the next one. In this case, make the following
additions or changes:

= Component Number = (e.g., “0002")

= Change any Specifications from the copied Component

[ Accounmag Tots Lines: | 1 Lina Amount. B8040
Accounting Line L Armacopmn Event Type Responuibibey Center Poitng
e -
it View
J commrtiiormates | —
Event Type: Fadi Budget FF:
Accounnng Tempite; & Fimcal Yeoun
Line Descrpbon: Perind:
Funding Fincal Foar
Lifve Amounl: Aeaponubity Conter Poatng: o w
nsenal Sale Ganloss Amount:
Kcum Depr amn.um: (1]
ADOA - GAO  10/01/2021 Acquiring a New Fixed Asset 6
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is Responsibility Center

on the Component

section of the FA o
document and No, if

Line Amount

Funding Fiscal Year

¢ Funding Budget FY
the value here equals & &
Funding Line.
Fund Accounting tab at — — ——
a minimum enter the T S S0t Obpect:
fo”owing : Departmant: |10 4 e
wmie 0118 & Sub Revenus:
Sub Unit: & BiA:
Apprinit 1102000 * Sub B3A:
=  Fund
= Department
=  Unit

Appropriation Unit
Object

2 oasA: &
& Sub 0834 &
& Pending BSA:
* Pariding Sub BSA:
+ Depi Object: 2
* Dept Revenus: h A

Note: You will not be allowed to use Function or Accounting
Template to infer chart of account elements. In addition, if you are
an agency that utilizes Department Object (DOBJ), you will not be
able to utilize these codes when processing FA documents.

References tab for

Ver: 1 Function: New Phase: Final |~

Assets Purchased with
Federal Funds, at a
minimum fill in the
following: ,

From 110 1 Total: 1

General Information

AB1061 0000

sonsize Q) Accossiity (5] Aop oo " Aot

none FA Warranty Number: none

Line Amount
$5.457.90 FAO1

Accounting Line Event Type

Responsibility Center Posting
Show Lines:| 10 ¥ | Goto line Go|  ExporttoCSV |

= List View

PO Doc Code:

PO Doc Dept Code:

PO Doc Accounting Line: 0

PR Doc Code:
PR Doc Dept Code:

PO Doc ID:
PR Doc ID:

PO Doc Vendor Line: 0

PR Doc Vendor Line:

PO Doc Commodity Line: 0

PR Doc Commodity Line:

PR Doc Accounting Line:

Disb Doc Code:

Disb Doc Dept Code:

Disb Doc ID:
Disb Doc Vendor Line:
Disb Doc Accounting Line:

Debt D: 2

Posting

WAFls — Internal Use Only

[ Edit| [% Copy | (% CopyFoward |

Total Lines: 1

[ Discard

un View POF | @ Print | Processingw | Workfiows | F\qu 3 Clos

Disb Doc Code (the Automated Disbursement (AD) or Electronic
Funds Transfer (EFT) document associated with the purchase)

Disb Doc Dept Code (for the AD or EFT document associated with

the purchase)

Disb Doc ID (for the AD or EFT document associated with the

purchase)

ADOA - GAO 10/01/2021
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e Disb Doc Vendor Line (for the AD or EFT document associated with
the purchase)

¢ Disb Doc Accounting Line (for the AD or EFT document associated
with the purchase)

Note: Completing this information enables the use of InfoAdvantage Report FIN-AZ-AM-N627
Assets Purchased with Federal Dollars. Refer to QRG Assets Purchased with Federal Dollars for
more information.

If the funding is = Copy Accounting Line

likely to be the

same for each H save | 53 Undo | [24 Insert New Line | [E4 Insert Copied Line E4 Edit with Grid
component of the (% copy | vaiidate | | £3 Submit| | [ Discard |

new asset, copy the
first line and use it
to Insert Copied =  Go to the second Component’s Accounting component and Insert
Line for each of the Copied Line.

other Component’s
Accounting Lines as
follows:

Alternatively, to
vs H save | 5§ Undo | | [24 Insert New Line |E.< Insert Copied Line B4 Edit with Grid

Modify copied values or add new values as needed.

enter each
Accounting Line [ cony | Valdate | |E3 suomt | | [ Decara |

manually:

For each
Component Line,
go to the
Accounting
component and
Insert New Line.
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Confirm that the

document validated
successfully in the
upper left-hand corner.
If it did not, see your
accounting supervisor.

Submit FA document

iew Al of |0 Document validated successfully

Fixed Asset Acquisition(FA) | Dept: 101 ID: 201500000079 Ver: 1 Function: New  Phase: Draft | =3

Header
Component Total Lines: 1 Fixed Asset Number: FAII00022 Component Nun|
Warranty Fixed Asset Number: none  Component Humber: none  FA Warral

! : !!,!!!!! !!! : : !35

From 1 to 1 Total: 1

General Information || References | Fixed Asset Intent Reference ([TLLEASeLGIE Detail Accounting

Fund: 9001 A Object: 4|

Sub Fund: A | Sub Object: A |
Department: | 104 A | Revenue: A |
Unit: | 0101 &I Sub Revenue: $|

Sub Unit: A | BSA: A |
Appr Unit: | 1010000 | Sub BSA: 4|

Note: The document will be handled through Workflow pending the Department Approver.

Researching Fixed

Unlike many other documents

Assets

in AFIS, Fixed Asset documents cannot be modified. When an asset is

acquired and the FA document has been finalized, a new record is created on the Fixed Asset Registry

for that asset. All further upda

tes to the asset are done with documents that start by pulling in the Fixed

Asset Number from the registry.

=  Fixed Asset Registry Header (FARHDR) - contains the Fixed Asset Number and description, summary

asset cost, and Responsibi

= Fixed Asset Registry Comp

lity COA elements.

onent (FARCOMP) - contains component level information for both

Acquisitions and Betterments.

=  Fixed Asset Registry Accounting (FARACTG) - records the funding information, including Fund and
Detailed Accounting Distributions.

MAF'S — Internal Use Only
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The FA documents
also update several
inquiry tables. One
that will be most
commonly used is
the Accounting
Journal. The steps to
find the status of
your fix asset are
shown below.

You can view a list of
documents.

%AFIS — Internal Use Only

Fixed Assets Accounting Journal

Run Tm Document ID
02M17/2015 EA 101 201500000077
02172015 FA 101 201500000077
02/19/2015 Fl101 201500000012
02/192015 Fl101 201500000012

~ 02/20/2015 FT 101 201500000065

02/2042015  FT 101 201500000065

First Prev MNext Last

sk
= General Accounting

Search
Doc Record Date : gz/7/2015
Fiscal Period : g
Fiscal Year :
Budget FY :
Fiscal Quarter : 3
Event Type :
Event Category :
Pstng Prin: s

Posting Code :

=

FA Number

STU1-HARLEY 01
STU1-HARLEY 01
STU1-HARLEY 01
STU1-HARLEY 01
STU1-HARLEY 01
STU1-HARLEY 01

Ln Func:

Pstng Am :
DriCr :

Ingribers :

FA Number:
Component:
Accounting Line :
Posting Line :

Run Tm :

Non-Standard

02/20/2015

=

Component Accl‘_)il:_‘r:i"g % DriCr Pstng Am
1 1 D $6,500.00
1 1 C (58,500.00)
1 1 D $10,000.00
1 1 C (510,000.00)
1 1 D ‘$450.90
1 1 C (5450.90)

e Navigate to the Page Search table

e Inthe Description field enter — Accounting Journal

e Select Accounting Journal - JACTG

e Click Search

e Enter the applicable Department and Doc CD=FA

ADOA - GAO 10/01/2021
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